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Survey jlsthed 

jfea Methods need on the X«ogiaties Office survey closely followed 
those in common use throughout the federal government and used to some 
extent on previous surveys within the Agency* *Biey included use of 
employes prepared questionnaires , work audits by members of the 
mmj team to supplement or clarify information provided by the 
employees* preparation of final position descriptions by the survey 
teas and verification of these by employees and supervisors, and prepara- 
tion of evaluation statements by team aeafcers in support of their 
grade reecwnendations , 

the basic questionnaire need (Annex 0} was adapted from a survey 
questionnaire in use in another federal agency. It covered three basic 
elemsats of information* (1) $ob controls, (2) duties, and (3) 
qaallf leations requirements* To supplement the basic questionnaire, 
specialised question lists wars developed for specific categories of 
positions, some of them specifically for logistics type work, with a 
*1** toward providing employees and supervisors detailed indication as 
to the items of information significant for classification purposes. 

fb» general questionnaire and special question lists were dis- 
seminated to employees and supervisors throu^i the medium of a series 
of meetings, at which a brief verbal expanation was provided by the 
team leader or one of the survey classifiers as to the nature of the 
survey. Its timing, and hew to complete the questionnaire form. An 
effort was made to reach as many employees as possible, but some 
modifications in this procedure had to be made In certain situations, 
wash as in the case of chauffeurs, telephone operators, etc., in which 
It was not feasible, or particularly advantageous for that matter, to 
attest to assemble them in one location at the same time. In these 
Mess, the supervisors were provided with the necessary guidance and 
assistance and asked to pass the Information on to the individual 
employees. 

fbe duties described on the questionnaire were to be those 
officially assigned to the employee and being performed by him at the 

©f the survey. In the case of vacancies, or employees on leave 
mt ot her wise absent, the supervisors were asked to provide the neces- 
sary information. An exception to this was made in the case of the 
Procurement Division, which was in the process of shaking down into 
m new organisational alignment} positions in this component were de- 
scribed as they were expected to operate under the new organisation, 
Beeeurse to position descriptions previously prepared in connection 
with classification surveys of particular components or in individual 
saMSS wee generally discouraged, since in many oases these descriptions 
were obsolete, written on a projected basis, or otherwise unsuitable 
f®p the present purpose. In actual practice, considerable latitude 
was afforded Ihe operating components in this regard, particularly 
idler* descriptions had been prepared fairly recently, with the 
•sfeertatdwen that ai$r material used as a reference in preparing the 
questionnaires be carefully reviewed by the employee and supervisor 
to assure that it remained current and was appropriate to the current 
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wsgfk situation. In the. ease of the Procurement Division, in which a 
recent prior survey had resulted in descriptions covering in some 
fashion nearly every position, previously written material was resorted 
to rather freely, this condition being aggravated by the fact that 

coverage in this division was cm a projected rather than a current 
performance basis* 

^tqpl cyee-provlded Information on two of the three xw jor iten® 
in the questionnaire, those concerning Job Controls (subdivided into 
supervisory controls and regulatory controls) and Duties, signed the 
fens passed it on to his immediate supervisor# The supervisor, in 
a ddi tion to reviewing the employee’s statement for accuracy and sc®* 
pletenese, provided the information for the third item of information. 
Qualification Sequireraents. In connection with the Qualification 
Sequirewents, interim standards had been developed covering a majority . 
of th e types of positions common to the logistics Office and various 
a th«r specialities. Copies of these were made available to supervisory 
personnel for use where applicable. Questionnaires completed by both 
the employees and supervisors were forwarded through channels to the 
survey team, k period of five days was allowed for the completion of 
the questionnaire by the employees and review by the supervisor. 

Qb the basis of their review of the questionnaires submitted, the 
nsmy team members ascertained instances where additional information 
«r clarification was needed and made arrangements to secure the needed 
*4ata eit h er directly from the employee or by consultation with unit 
supervisors at various organizational levels. In the Procurement 
Division, where duties statements were based on an organization pattern 
ttot yet operative, position data were sought in almost all instances 
fro® supervisory personnel familiar with the details of the projected 
organization. 

M the conclusion of the fact finding on his particular survey 
assignment the survey classifier proceeded to prepare the final draft 
#f the position descriptions. Final drafts when completed by the teams 
were referred back to the employee and bis Immediate supervisor for 
certification as to the accuracy and adequacy of the information 
included therein. The final draft® when cleared and attested to by 
*11 concerned became the definitive body of information on which sub- 
sequent analysis and evaluation were based. 

?fce evaluation statements, which were for the purpose of presenting 
the technical classification reasons prompting the grade recommended, 
«S3« prepared as separate documents apart from the body of the position 
descriptions and, being expressions of technical opinion an the part of 
the respective survey analysts, were not subject to clearance with 
employees or supervisory officials. The evaluation statements were 
appealed to the final certified drafts of the descriptive information 
v cad -fee combination of the two completed the position coverage. 


Approved For Release 2002/05/08 : CIA-RDP78-04718A001 100050061 -9 

SECRET 



Approved Fob Release 2002/05/08 : CIA-RDP78-0471 8^01 100050061 -9 


Bit initial presentation of the survey results to the Logiatiee 
Off lose ons is te d of a summary list of the positions covered, wife a 
comparison of currently authorieedgrade, 1 ? any 
lagiiptios Office, and grades recoraraended by the survey teas, xaia 

provided a working paper on the basis of which areas of dis- 
<mmm& could be isolated and brought up for detailed discussion, 
f he initially furnished did not represent final cowpleUon of 

ftes* XU* since grades of all positions were not finally determined 
«3in about 10* of the recommendations the Ascriptions and evaluations 
Sd not yet been finalised. In this respect the classification procedure 
^considerably short of the ideal. The optimum arrangement would 
hare been to complete all final drafts of positions descriptions and to 

complete evaluation statements before *** IS^iua^ 

it worked out in the instant case some of the descriptions and evalua 
were written after the fact* The basis for this modification in 
fee usual procedure was the necessity to sacrifice sob® of the procedural 
aspects to the need for completing as much as possible of the proves 
wifeia the time limit specified, 

«*» remainder of the classification procedure concerned the 
WgotStions which followed the presentation of fee survey filings and 
fAenesteticn of the final results. For each major organizational^ 
g gw p cnent a list wee eonpiled of the positions on which the Chief of 
ttetffLonent wished further information and clarification. The final 
jrtftTth* position descriptions and evaluation statements on the 
positions in question were submitted to the individual Staff and 
Division Chiefs and their review of this information provided fee 
wSSSy clarification or convincing arguments which led to acceptance 
StS survey findings in a certain muster of eases. With respect to 
positions remaining in contention after review of the written inforraa- 
5SL a series of mse tines was scheduled to take place between rep- 
resents tives of the organisational components and appropriate repressna- 
Uves of fe« Classification and Wage Division. By w® 
at these meetings, additional cases were 

all concerned. Cases remaining unresolved after meetings at the 

Staff and Mvision Chief level* were referred to * ; -.^th^ehief 

firmt to the Assistant Chief for derations and ultimately to the Onier 
«f Logistics. The successive reviews given to questionable areas 
Succeeded in limiting the number of cases submitted to fee Chief of 
logistics to a bare minimum. 
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